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Chiel, Fanagememt 3taff

Chief, Records ranagemst Shtfr |

‘aekly feport = Week Ending 29 May 1957

1. Contributions
2., Iangible

(1)
(2)

(3

)
¥y

Tan new and revised forms comploted,

105 cubic fest @f imactive records tranaferred to
Center; L5 cubls feet destroyed,

Developed and {sproved method of reporting esployee
injuries. This new method eliminates 40 man hours
formerly reguired each six months in compiling a
report for the (US and eliminates a momthly report
prepared by the ledigal Staff.

GCorpleted evaluation eof thwe emplayes su-gestions,
Collatomted with Pusiness Machines Services -
developing a speeial filing system for the Office
dhrsmlmhbmofmxoﬁ-@rimtapu
to be used in proosssing personnel actions,
Reviewed five requisitions for filing equipment,

Completed a proposal for shelf filing for the bl

b Intangible

(1)

(2)

érc;)amd ani submitted to Supply Divisi Office of
Logisties, budget estimates for Agency ;:m’w for
next fiscal year,

feviowed proposed regulstion reporting
requirements for Real Estate Ewwum, and
assigmed reports control symbol to required resort,
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‘2, Twenty-ons forms in process.

be Hesords Dispoaition ‘urwey, OCR - survey report being

i schedule ¢
g W; omplatad and awaiting approval of

_cq Review of Filin: System, Suggest on Awards Staff,

+ds Installation of Filing Systen, 0SIe
installation in the Hedieine ivisiom,

Use of i Fy ] i :
bt Sl’au iling, Biographic Register and Industrial

Use of Shelf Piling, Office of Logistics - preliminary
work started to develop a plan for & pilot installatiom,

Hecords Management Surwey, took Management and
Fequiremmts &ctiaafh’ﬁstm Offies « survey come
pleted and report discussed with a.propriate offisials,

Review of Vital Xaterials Program - Office of Comptrollsr
Offics of Trainming, Office ef Personnel, and Nedical ozﬁ;..

Rents (nactiwe

ieeords Dispesition Swrvey, Commmreial Staff - await
commnts from office, g e

Kews
A are being mide to go ahead with the installation

of the shelving in
n thazisles of the Reccrds Center in order
to provide sufficient spacef for receipt of inactive records,

The transfor of certaim captured Japanese records to the
Yeathey Durcau has been completed in accordance with
arrangemnts made with the Archivgst of the United States.
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